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To view pending enrolments, click ‘My 
Learning’ from the iLearn home page.
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How to approve my team members enrolments
For Managers

Last Updated November 2014 (Version 1.0)

Menu Manage Learning – Enrolments

Department DCCSDS, DATSIMA, DPC

For enrolments to appear, your staff member/s must select you as their approver.  The approver settings can be  
selected by each individual in their account profile area under the ‘Reports to’ section – see ‘How to change my 
supervisor and my personal details’ guide.   
Note: The approval email notification you receive will have a direct link to the approval screen.  However, you can 
use these steps if required.
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Click the ‘Enrolment requests’ link to 
view the enrolments.
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How to approve enrolments via ‘My Learning’ – Option 1
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Tick the checkbox of the enrolment/s 
you wish to approve then click either 
‘Approve’ or ‘Reject’.

You can action all enrolments at once 
by ticking on the ‘check box’ beside the 
‘Name’ heading.
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Note: ‘My Approvals Required’ is the 
default tab. To view other categories, 
click the required tab.

TIP
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Approving enrolments – Option 2

From the iLearn home page –hover the mouse 
over the ‘Hamburger’ icon and select ‘Manage 
Learning’ from the menu.
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Click ‘Approve Learning’ from the left hand 
menu.
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Tick the checkbox of the enrolment/s you 
wish to approve then click either ‘Approve’
or ‘Reject’.
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Note: ‘My Approvals Required’ is the default 
tab. To view other categories, click the 
required tab.
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